Navigation Bar Menu Icons

Appendix E

This appendix provides a more in-depth look at Resumix and some of the functionality available
within the application. You may want to use these instructions to set up your Resumix Personal
Options. However, please be advised that Resumix will work to fill jobs, as outlined in earlier

chapters, without establishing any Personal Options.

Create a new requisition.

Select an existing requisition from
alist.

Search for an existing requisition.

Create a new resume summary.

Create a new resume search.

Requisition
Requizition
- NEW
Mew
It SELECT
Select
G SEARCH
Search
Resume
Resume |
_____ NEW
i SUMMARY
Mew Summmary
\ NEW
~ SEARCH
Mew Search
" SELECT
b SEARCH

Select an existing resume search
fromalig.

Select Search
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Navigation Bar Menu Icons (Cont’d)

Personal
Perzonal
m MY FOLDERS Create foldersto personalize the
: organization of your work.
My Folders
MY OPEN Access your open requisitions.
REQUSITIONS
by Dpen Beguistions
E MY OPEN REQS Searchfor an existing
- WITH NEW requisition.
My Open Regs with Mew MATCHES
t atches
E._ MY OPTIONS Customizing the appearance of
Recruiter’ s Desktop.
by Optionz
=0 CHANGE Change your password.
PASSWORD
Change Pasaward
& CURRENT Access i nformation about
L CONFIGURATION the configuration of your
Current Configuration Resumix System.
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Navigation Bar Menu Icons (Cont’d)

Help
Help I
:_i,_; ABOUT Access information about the
Recruiter’ s Desktop
About
Q FREQUENTLY Access Frequently Asked
A ASKED Questions.
Frequently &zked QUESTIONS
Questions
;;; HELP Access Recruiter’s Desktop Help
. topics.
Help

Host Menu Bar

You can also access all of the navigation bar options from the menu bar.

E Recruiter's Desktop M=l

File Edit Bequistion HResume Personal Administration Help  Hesumis

Exiting Recruiter’'s Desktop

You can exit the Recruiter’'s Desktop in either of two ways:

1. From Menu Bar, choose File > Exit.

il 2. Click the Close button in the upper right corner of the Title Bar. Click OK in the
Confirmation box.

ﬂﬁl Note: Each tab has a Close button next to the menu button. This button closes
only that particular
tab.



Changing your Resumix Password

From the menu bar or navigation bar, choose Personal > Change Password

E Recruiter's Dezktop

File Edit Beguiztion Resume QEEEEEN Adminiztration Help FResum

Requizsition by | My Faolders
Fesume My Open R equigitions
Perzanal : My Open Reqgs with New katches
— Iy Options
m Change Pazzsword
= Current Configuration
by Folders

by Open Requisitions

Tl
=+
1]+
+1

ky Open Regs with Mew
Matches

=3

by Ophions

s )

Change Pazsword

=7
#E

Current Configuration

The Change Password dialog box appears.

~Change Paszword

2ld Passward I Ok

Cancel

flevy Password I

Re-enter Password I
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Using Personal Options

Perzonal

2

My Folders

tdp Open Bequizitions

1
Byz| -
|+
+1

ky Open Reqs with Mew
M atches

B

My Options

o

Change Pazzword

S|
®E

Current Configuration

m

kdy Folders

The options in the Personal menu enable you to customize your workflow
and the appearance of Recruiter’s Desktop.

Organizing Your Work with My Folders

My folders allows you to quickly organize and access your important requisitions and
resumes. You can customize your workflow by creating an unlimited number of folders and sub-
folders, which can be moved, renamed, or deleted. It works the same way the folder system
works in Microsoft Windows Explorer and Microsoft Outlook.

When you drag and drop a requisition or resume into a folder, a shortcut to the database
is created. Click on the linked item in My Folders to open a requisition or resume. Deleting a
linked item in a folder removes only the link you created to the database. It does not delete the
resume or requisition from the database.

Tip: My Folders can be set up to work the way you do. To make your folders appear in a
specific order, begin the folder name with 01, 02, 03, etc. Otherwise, the folder names will
display in alphabetical order. Also, you can delete requisitions or resumes from My Folders after
they have been worked and are no longer needed; thereby, showing only open requisitions or

resumes.
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STEP 1. To create a folder, click My Folders. Click the menu icon ¥, Select File > New >
Folder. Type a name for the folder.

E Recruiter's Desktop

File Edit Requisition FResumf Personal Administration Help  Resumis

Fequisition P&Fnlders |

Resumne

Personal :lll
= I D

Edit » Delete Sub Folder [
Help
tdy Folders e

| Tvpe | Added

Fename

Cloge

hy Open Regs with Mew
Matches

&

My Options

=2

Change Pazzword

=30
®E

Current Configuration

Recruiter's Desklop

File Edit Bequigtion Resume Personal Administration Help  Fesumis

R equisition by Folders |
Resume
Perzonal :Ill
------ [ e Folder Contents of "“Mew Folder'

m I ame | Type | Added

p Folders

Tvpe a name for the folder.
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STEP 2: Locate your requisition or resume. Highlight and then left click, drag and hold to My
Folder.

Opens My Folders

Recruiter's Desktop

File Edit HReguisition FRezume Perzonal Administration Help  Fesumix

Fiequizition Fiequisition M atches | » Requisition Search My Falders
Resume
5 E
Perzonal :lﬂg El EF :lil
b atches I?g e Rezumes to beHeviewe Contents of "Requsitions b
:a [ | - ! er
Fiequisition [ Job Title - ALERET iz [
My Folders £% 00400026683 PEST CONTROL E[%
£ 004wONI26653 PEST COMTROL WORKER
£ 00SIDPI30547 EDUCATION SERVICES SPECIALIST 1]
=
My Dpen Requistions || 22 D05ISG001627 PROGRA&M ASSISTAMT ] ;
£5 D0RJSGIMEE2T HEALTH TECHNICIA NOTE: This screen shot shows tV\_’O
B £% D0AUGERT 016653225744 TIONS SPECIALIE folders have been created and placing
o £ D0ALIGEXT 053020225500 the reguisition into the Requisition to be
by Dpen Regs with New N0AUGEXTO71721225732 CONDITIONING EQUIPMENT MEI Worked folder
it EO0DECE=T100 G4 ATTORNEY-ADVISER [ENVIRONMEN )
£2 DOUNEXT 0292222319 FIREFIGHTER
(=3 £3 DMUNEXTIB0201 223135 EQUAL EMPLOYMENT AND STAFFIN | |
iAo .’:F‘.. NNLAARNONNNAALANNNT2N2RS11 MECHAKMITAL FRGIMEFR
Recruiter's Desktop
File Edit PBequisiion Resume Personal Administration Help  Resumis
Requisition Requizsition Matches | Fesume Search - KEWAMNS 288404 | Requizition - DODECEXT 100847 230864 | Requizsition Searck
Resume
[ 9 Ed
Perzonal :lilEl El £ llil
Matches I?B ¢+__| Resumes to be Reviewed Caontents of “Requsitions ta be Worked'
w — : ESM| Fusitions to be worked Name [ Tone [ dded
Rericiion [T £% ODECEXT1008472.. Requisit B/12/200
My Folders £ 004w0002RER3 PEST COMTRC & -+ Requsition..
£2 00400026633 PEST COMTRC
£ 005JDPO30S4T EDUCATION SIf
by B Blemdins £ 005J5G001827 PROGRAM A5
£2 O05JSG G627 HEALTH TECH
BE £ 00BUGEXT 015553225744 TELECOMMML
“ £2 008UGEXT 053020225500 YOUTH ACTIVI
by Dperbl'l Hec}f with New | | &5 00AUGEXTO71721225732 AR COMDITION
Bl £2 DODECEXT100847 230864 ATTORMEY-AC
- £2 DUUNEXTOR2922223198 FIREFIGHTER
e e mm e i mm _———e it e e =

You now have the file to work in My
Folders. Remember, deleting a linked
item in a folder removes only the link
you created to the database. It does not
delete the resume or requisition from
the database.
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MyOptiens . Cystomizing Layout with My Options

You can customize the way Recruiter's Desktop displays by personalizing the My Options
feature.

To open, click My Options. Three tabs appear: General, Color Coded Tabs, and Resume Match
List.

E Recruiter's Desktop

File  Edit Heguizsition Resume Fersu:unal Adminiztration Help Resumis

Requisition My Elzticun
Fiesume General | Colar Coded Tabs I Rezume b atches List I

X

Perzonal

m

by Folders

ty Open Requizitions

el
=]+
=]+
+1

ty Dpen Regs with Mew
tatches

Start with thiz screen I j

b atch lizt alignment I Left j

=3

by Dptions

s+ k. Cancel

Change Paszword

&m
WE

Current Configuration
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Personal > My Options > General

—hdyp Opticn
General I Color Coded Tabs I Fesume Matches List I

Start with thiz screen |y Folders j
e

Search for Requisitions

M atch list alignment My Open Reqgs

d by Open Regs Mew Matches
Mew Resume Summary

Mew Resume Search

Select Hesume Search

Mo Startup Form =

A

Select the form
you want to see
when you log
on.

=y Opticn
General | Color Coded Tabs I Resume Matches List I

Start with this screen IM-'" Falders j

This displays
where your
Resume and
Requisition
match lists and
the Knowledge
Base window
will appear.

Cancel |

Click OK.
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EXAMPLE SCREEN SHOT OF LOGGING IN WITH SETTINGS FOR “START WITH THIS
SCREEN”":

E Recruiter’s Deskltop

File Edit Heguisiion Resume Personal Administration Help  Resumis

Requisition I My Folders I

g > x|

Contents of “Requsitions to be Worked'

Mame | Type | A dded
£% IODECEXTI008472... Fequisition £/12/2002 9:19:26 AM

| Resumes to be Reviewsd

Search

Resums

Personal

Adrministration

Help

Hoklobs.com

EXAMPLE SCREEN SHOT OF REQUISITION MATCHES WITH SETTINGS FOR “MATCH
LIST ALIGNMENT":

E Recruiter's Desktop

File Edit Bequistion Resume Personal Administration Help  Resumiz

Requistion ||| Pequistion Maiches |

o | XXl =)
New Matches IT

Fiequisition | Job Title | tdanager | New Matches |
;1"; 004w/00026... PEST CON 1}
Select % 004wW00026 . PEST CON 1}
2% 00SJDPO0.. EDUCATIO... 1}
LY 2% 00SJ5G00T... PROGRAM ... 1}
2% D0SJ5G046.. HEALTHT... 1}
Search 2 QQAUGEXT.. TELECOM 0

Requisition Search | by FD|E|EIS|

= x| 2| F]F]

ERISEEEy | Custom Criteria |

rRequisition Job

] | Code

Status | = Tie

Recruiter IEvans, Kathetine j Type li
“Date Shift

From To li
Status I I Edr)
Needed I I Class
Created I I Budgeted
Resume EEO Type
rDepartment

Personal

Administration NEGE I j Laocatian
Help hWanager | j
HR Rep ]
HatJobs. com I
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Personal > My Options > Color Coded Tabs

You can set up and customize the color for groups of Requisition, Resume, and Administration
tabs. Your choices of different colors will make each group of tabs look distinctive.

STEP 1: Click the Requisition, Resume, or Admin Tab.

~ky Option
General Color Coded Tabs I Fiesume Matches List I

Requisition | Hesumel Adrmin I

~Major Tab——————————

Major Tab: The Requisition,
Resume, or Administration tab
at the very top of your screen.

Backaground | | L

Active Text - =

Background: Background of
the currently selected Major
Tab including the tool bar.

—Minor Tab

Active Bkg - Iillr|

Active Text I:l Iil"| m
~

N

Minor Tab: Any subtab
under a Major Tab.

Active Bkg: Background of the
currently selected Minor Tab.

Active Text: Text on the Major
or Minor Tab when the tab is
selected.

STEP 2: In the Major Tab area, click the Open g button to the right of Background.

STEP 3: Select the color for the background of the Major Tab.

~hy Option:
General Calor Coded Tabs | Resume Matches List I

Requisition I Hesumel Admin |

Color

tajor Tal
(Backgmund |:| Dql
Basic colors:

T
Cipinicist 1 1
T
T
NN
I

LCustom colors:

o Corc JN N O O I
EEEEEEEN

[7]x]

Diefing Custom Colors »» |

‘ . Cancel |

STEP 4: Click OK.
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STEP 5: Repeat Steps 1-4 for the Major Tab Active Text, Minor Tab Active Bkg, and Minor Tab
Active Text.

~ty Dption —

General  Color Coded Tabs | Resume Matches List I

| Hesumel Admin |
rMajor Tab———————

Background l:l El
- Detail I Active Text - El

Minor Tab———————

Active Bkg - D|
Active Text - Eq"l

< ()3 ) Cancel

STEP 6: Click OK.

EXAMPLE SCREEN SHOT ON HOW A REQUISITION WOULD APPEAR:

E Recruiter's Desktop

File Edit Requistion Resume Perzonal Adminigtration Help  Besumix

R equizition || Requisition - DODECEXT 100847230864 | Py FD|I:|E[SI
e | x| 0| 2| 8| 5] =
New -Qetail | Tracking' Custarm | ﬂntes' Resume Eearch' Fost |

Track to Candidate “

Adminl Jaohb |Tracking|

Select QO0DECEXT100847230864

% Administrative
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Personal > My Options > Resume Matches List

~bdy Option

Generall Color Coded Tabs  Resume Matches List |

[+ Last Mame

¥ First Mame

™ Middle Name

[¥ Received

¥ Scoe

[¥ Tracked Reqs

[~ Last Tracked Req D
[~ Last Tracking Activity
[~ Last Tracking Status

Select the information you want to dizplay in the Resume Matches List.

e —

< (]9 } Cancel

EXAMPLE OF SCREEN SHOT OF RESUME MATCH LIST:

R esume Matches |

Select the information you want
to display on the Resume
Matches List.

Click OK.

Lagt Mame | Firzt M ame | Received

| Su:u:urel Tracked Heqsl

0z
20M
20M
20M
m
20M

o

Lo T s O s Y s Y |

1]
1]
1]
1
a7
1
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